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he 40 minutes required to read and study this Inst uctor Resource

Guide, one worker somewhere in the United States w111 be fat 11y 1nJured in
an “on-the-job accident. More than 160 workers will have suffered disabling
1n4ur1es, and several million \dollars will have been spent or Yost as.a re-
suft‘of these ‘deaths and* injuries. In addition, at 1east 344,000 cases of

occupational disease are reported annually among the 75 m1111on emloyees in
the 1abor forge,

~ 4

Because a8 majority of job-related acc1dents invalve workers w\th1n
their first six months of employment, Safety and health 1nformat1onxshou1d .
be provided during preemploynent tra1n1ng Unnecessary “exposure to poten-
tial health hazards can be minimized if proper training is provwded YHealth
and safety 1nformat1on, the development of aa;bsff1ve safety att1tude,.and
safe working procedures should be part of the curriculum for every voca—
tional or occupational student. This can be accomplished by prov1d1ng &
separate health and safety course dr, more easily, by infusing the 1nforma-
tion into appropriate, ex1st1ng q\asses. : -\ '

A series of separate instructional modules have been dgveld%ed to ".
fac111tate the process of 1nc1ud1ng safety and health instru¥tion in exist-
ing curr1cu1a. Modules in the series that are appropriate for occupat1ons
in Business and 0ff1ce Education Have' been 1dent1f1ed in-this Resource «
Guide, which is one of sever related to different océﬂpat1ona1 clusters, ' -

/‘ .

t

The modu]es are adaptable to secondary, postsecondary, and adult educat1on ©

.prdgrams, including 1ndustry based tra1nTn§ and retra1n1ng programs,

" The purpose of this Instructer Resource Gu1de is to familiarize you,
‘the instructor, with the 1nstruct1ona1 mater1als deve‘ﬁbed and - to' suggest a
systemat1c method for théir use. \Health and safety. needs for the Bus1ness
and,foice Education cluster will be descr1b ad ){n’ Sect1on I, 1nc1ud1ng a
definition of the .cluster.” The modules recoh nded for 1nc1us1on will be\
described‘in Section I1I. Var1ous ways to use the modu]eSoare fouhd .in .
Section III, - The fourth sect1on déscribes -mechanisms he1pfd7.1n " '
jdentification of. spec1a1 safety and health considerations for handicapped'
students/workers. The final section pgovides information cOncernﬁng _
"cert1f1cat1on of students who successful]y comp]ete a tra1n1ng program that,
inclules these modules.
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INTRODUCHON

Nhen someone is ‘asked to perform a new ‘job, some form of training or
instruction normally is prov1ded - The training may be as brief as a few
seconds of verbal dirgctigns or as extensive .as months of intensive academic
and apprenticeship preparatton. The number of workers who annually sustain
job-related disabling injuries and illnesses indicates that safety and
health information _may not be adequately presented in many training pro-
grams. ' ’ .

Safety and health information often is-acquired only as a by-product of
Jjob-related responsibilities. Ph _many cases, ‘obsérvation of experienced
co-workers may be the only mechan1sm prov1ded for tra1n1ng. This uncon-
troTled type of ﬁsa?ning frequently leads to devetopment of improper or up-
'safe work practices by the new-worker. If the new employee does not possess
a basic understand1ng of safety and health aspects of the Jjob and a positive

safety attitude, the pot tial for an on-thekjob accidenty is gregtly in-
N ‘ 3

~

gn
Greased ) .
8usiness'and Offic:\?éucation, .as the, t1t1e implies, 1nc1ydes a var1ety
of occupatlons that act at the -connecting 11n;:petwe°n the productlon aqd
d1str1but1on act1v1t1es of .an organ1zat1on.

ivities performed‘include . )
such things as recordlng and retr1eva1 of datp, supervision and: coordination
of office act1v1t1es, 1nterna1 and external communication, and the report1ng
of information>- Most activities performed by these workers takes place in a
prescr1bed area of a building des1gnated as an ofﬂfte. A variety of prob-
Tems - 1!;1udingLno1se, 111um1nat1on, fire, wentilation, chem1cals, electri--
cal,, ~and'rad1at1on hazards - are experienced by these workers, A s1gn1f1- o
cant source of 1nJury is 1mproper Ilft1hg techn1que. Back strains resu]ting
from these 1mproper techniques can. affect ? ~orker for the -remainder. of h1s'w
or her'Tife., Safety and hea]th 1n§truct1ona1 materials are needed for the
' Busﬁness and OfFﬁce Educat10n cluster thét-address these and other specific *
problems. . ' -, ' MY '

In response to the need for safety and"healto instruction, the U.S. De-
- partment of Educ&tion sponsored a project1to develop 50 safety and ﬂeaith

instructional modules. ~Fadh moduTe édpfe%;es a separate topic and is self-
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contained. The first ten modules in the series - (SH-01 through SH-10) are
f?eferred to as “core" mgdules and contain basic safety and health informa-

tioh.useful to atmost every occupation in the Business and Offlce Education
cluster. ‘ ’

From the rema1n1ng 40 specific modules, *13 have been recogn1zed as hav-
ing content that may be appropr1ate for Business and Office Educatioh stu- ~—
dents, depend1ng.on their vocational and occupat1ona1 goals. A complete
list of a11"50 module titles is> 1nc4uded 1n Append1x A. This "shopping
list" of modu]es permits you to'select the exact safety and health informa-
tion your students'ueed The modular form of presentatlon allows you to

- . Infuse modules when and as they are appropr1ate in your imstructioral plan.
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HEALTH AND SAFETY IN BUSINESS AND OFFIqE EDUCATION %

by

The tap drawer of the fa]lhg cab1net was comp]ete]y full, the’ bottom

; three were partlally\full Durlng a search for a 1etter, the ﬁhttom drayer

- was Teft open. and the top draver fu]ly extended. at the same time. Overbal-
anced, the filing cabinet t1pped forward In an attempt to keep it from .
falling the accountant triéd to catéh. the cabinet. The ofher. drawers came

4 open, add1ng an’ uncontrollable amount of weight to the, falling cabinet. A

broken arm and files in total d1sarray resulted. > -

A clerk was asked to secure a ream -of typing paper from. the storeroom.
The paper was™ on the top shelf and out of reach. Normally, a stepstoof was
kept in the room far occasions that required added height; however, someone |

-~ had borrowed the stool -and it was not ava11ab1e for the clerk.t use. The

clerk stood on ‘anm ‘empty cardboard box. The box was not eanstructed to hold

her we4ght, and she,fe]] h1tt1ng her head on ‘the f]oor and suffering a con-

cussion, - . f N

F

Hp11e typing, a !ecretary dropped a p1ece of paper behind the type-

}wr1 er between the wa]] and her machine. She stood #p, leaned forward, and

gttempted to Tift the machine to- retrieve the paper.  As a resflt of this "
1mproper Tift, the secretary felt a burning pain in her lower back that was
1ater determ1ned to'be a ‘ruptured vertebra %

Thousands’ of workers each .year suffer similar accidents, some even -
fatal many of which could have been avoided if fundamenta] safety rulu\ had
been applied, Care]essness is certa1n1y the cause of many accidents;
others, however, are dug_to the worker not being aware of proger safety pro-

o cedures. The result is almost always the same - {ost wprk time, reduged

product1v1ty, an® unneeded pain suffered. You have the pppdktun1tyﬁ§o re=

“duce these statistics by prov1d1ng your students with needed safety and
A

health instruction® - S ¢ ,

© A s1gn1f1cant maJor1ty of these accidents w111 occur to workers within

the first six mdhths of their time on the job. While you are providing -

—L

.\'

-

these entering wor’ers with JOb skills, why not\p*de them with the -sai@ty .

\
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and health instrfuction they need to survive their initia] term of emplqy-

ment? . e

-BUSINESS AND OFFICE EDUCATION PROGRAM AREAS

“ *

* dhe Bus1ness and Office Education cluster 1nc1udes a “diversified group

of agsypations. A magor1ty of these workers spend the1r ent1re'work1ng day

engaged in actdyities within. the confines of an off1oe’hu11d1ng.
For the purpose of .this InStructor Resodrce Guide, Business and Office
Education has been separated 4i§o n1ne instructional. progcam areas. Each

.area will. be described br1ef1y, spec1f1c health and safety h§zards listed,

argmsome of the common employment groups and recommended modules 1dent1-)
W
dtde? of presentat:on. .

The first ten modulﬁs of the JSHIM serjes (SH-0I through SH-10) are
core modules and contain some 1nformat1on useful to workezs in all occupa-

The medules are numerically sequenced but oumbers do not represent -

tions of the Business and Office Education cluster. Of the rema1n1ng 40
spec1f1c_ modules, those ow i orv parts might apply are 11sted With
b /\

each area.

L !

Accounting and Computing OperatJons - woﬁkers in. th1s area systematize

1nformat1on concerning transact1ons and act1v1t1es into accoupts and
quant1ta ive records. Other tasks 1nc1ude,such things as‘MEk1ng
‘paymentsiand rece1v1ng money. Five categor1es are defined in th1s
area, including: . .

“+ »

« Accountant.

Bookkeeper,
- Cashier,
« Machine operator. ;

. Ie{l:r.

Some*health and safety problems experienced by these workers include

’

J1jghting, ventilation, f1re\hazards ‘mechanized hazards, and house-

\ i

keeping. . - .
Consider the following spécific modules for this aréa:

SH-11 Business and Office Safe ‘
SH-25 Safety Features of Materid] and Personnel Mowement Devices

N

-




Nk . . .
SH~31 'Overcurrent and E1&trical Shock Protecdtion
SH-44 _Exhaust, Dust‘Collectdion, and Ventilation Systems

Ay

Data Processing Systems Occupations - Employees working*in jobs relatedto

»

{

-

.

' SH-12° Personal Protectjve Equipment

this.program area gerform a v?riety of data manipulations. Four job
categor1es have been 1dent1f1ed in this area‘/?uﬂud1ng {
+ Computer and console operator. b,
* Keypunch and COdlng equ1pment operator.
+ Programmer, ’ '
+ Systems. analyst. | ) c

i
»

These workers often are found in rooms dedicated to data manipulatvng
devices such as computers.’ Several potent1a1 hazards in thlsrenv1ron-
ment include: . )
"+ Electrical hazards.
.. Ventilation hazards.
+ Mechanical hazards.
K 311uminatiog oazards.
« Lifting hazards.
+ Fire hazerds-

+ Noise hazards.

Consider the following specific modules for this. area:
SH-11 Business and Office bafety

>

SH-25 Safety Features of Material and Personnel Movement* Devices
SH-31 Overcurrent and Elgktrical Shock Proted®ion.
SH-44 Exhaust, Dust ColjEction, and Ventilation Systems

Filing, Office Machines, and General Office Clerica[70ccupations - Warkers

in this program area are responsible for generating (by typing or some
other techn1que), dupllcatlng, and filing information produced in an

office environment. At least three general work areas can be defined,
7nbjoding: o

-

+ Duplicating machine operator,
<« File clerk.

-

.* General office clerk.

é
S
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Because these workers operate mechan1ca1 devices as part of the1r da11y
Job requ1rement they are exposed to mech nical and elettrical hazards .
Other hazards include:
+ Radiation,

« ChemicaT exposure.

constantly,

- N - *

-+ Airbgrne contaminants. .
_ « Lifting hazards. . )) .

Consgger the fol]ow}ﬁg specific modules'for this ared”:

SH-11 Business and Office Safety C
'SH-12 Personal Protective Equipment ’
. SH-25 Safety Features of Material and Personnel Movement Dev1ces
SH-31 Overcurrent and Electrical Shock Protection )
. SH-33 Vibration and Noise Control ° . ,
SH-35 lonizing and Nonionizing Rad1at10n P .
SH-44 Exhaust Dust~Co]1ectﬂon, and Vent1lat1on~$ystems ' .

(Y g
-,

Informat1on Commurication Oggupations - These workers are concerned with the

. ’ d1str1but1on of 1nformat:;? by mail, telephone, telegraph, and in per-

i %on. At least five gene woTk categor1es can be defined, including:
« Communication systems clerk or Pperator. ‘ » .. *
- + Correspondence clerk, N .
e~ .- Mail handler or postal’ clerk: C
. v » Messenger. .
. Recept1on1st gnd 1nformatfon clerk.
The movement of 1nformat1on by manual or mechan1ca1 mechan1sas presents
" some un1que "hazards 1nc1ud1ng such things as: ST
, © « Electrtical shock. ,
~ Chemical exposure. :
: . Radiation exposure. ot '
- ¥ ;
« Working surface hazards.
* —
« Lifting hazards. !
Consider the following specific modules for this area:
SH-11 Business and Office Safety .
SH-12 Personal Protective Equipment
SH-25 Safety Features of Matgrial and Personnel Movement Devices -
C X g . )
{ : |
*'
: » 6
’ H
] ; . 11 ie
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SH-31 Overcurrent ahd E1ectr1cal Shock Protection :
« SH-33 Vibration and Ndise Control’ ) . .
SH-35 Ionizing and;Nonj gnizing Radiation, 7
SH-44 Exhaust, D ect]on, and Vent11at1on Systems
- TR - .
N B VR PO

'.
Materla]s Sgpport Occupations - workers engaged in $hese occupat1ons arg

. concerned N1th transportlng,ss§or1ng, and recording of mater1als ln
‘use. Most of these workbrs abe class1F1ed as clerks cocerned w1th such

. -things as: ) R T 1’2 : . ,
« Planning and production. o TN : oL :
- ‘Quality control, L o -
oL Shipping and receiving. ) ;_ *w . ' -~ »
- Stock and inventory, - ) » i .

e Traffic,‘réte, and transportation.

~

- } 3
Being 1nvolved in materials hand11ng, movemen;, and’storage these

workers are explosed to many hazards, 1nc1ud1ng T .’ :
- Chemicals: . T I s . \
s E?ectrlca] shock. " N . ,
« Faulty mechanical devices. - o X
. -L1ftrng 1mproper]y. ‘ — o SN A C ]
L, . :
.. Unsafe. working surfaces. . - ~ : ¢
. , .
‘ /
Consider the fo]low1ng spec1f1c modules for th1s arej: \ '
SH-11 Business and Office Kafety . A
SH-12 Personal Protective Equipment . T, vy,
(' » SH-14 Using Ropes, Chains and S]1ngs.Safe1y ' . -
SH;16 Material Hoist Safety : DY ,
SH-23 Warehousing, Stordge and Retrleval Safety
SH 25 Safety\Features of-Material and Persognel Movement Dev;ces
rials

- Peﬂscnnel Tra1n1ng, and” Relatad Occupaclons - Persons emp]oyed iA chese

§§ Safe. Handling and Use of Fldmmable and. Combustlble ‘Mat
SH- Vibration and Noise Control ' B
« " SH-36 *Safety Features for. F]oor and Wall Openlngs and 5ta1rways

SH-44 Exhaust, Dust qulect1on, and Vent®ation Systems -

N

occupatzons are concerned with the administratiof of an ongan1zat1on
aqg the act1v1t1es of the cler1ca? staff. At least three general work
.categorles can be defined, as fo]lows '

]
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Stenograpmc,,SecretamalJ and Re]dted’Occupat1ons - These workesrs consti-' "’

i Educat10n ass1stant andItra1ang spec1alnst. .

& Interv1pwer and test technician, -
L 2
» Pgrsonnel asswstant !

)
-

4

The act1v1t1as of most workers in this area are conf15ed to off1ce en-

v1ronments.~
'stricted st;uttyqpl environments; including:

. . Electrical hazards. . o

.. *rFire hazards. 1.
. . Vent1Tat1on haeards.

e L1ft1ng hazards.

«

Hazards*exper1enced are typ1ca1 of those working 1n res

. o B «
Cons1der the fo}lowtng spec1f1c modules for this area: . ' »
SH-11 Business and Office 3% ety . . w
SH-25 Safety Featurés’ of Matprial and Personnel Moyement Devices
SH-31 Overcurrent and Electrfcal Shock Protection
SH-44° Exhaust "Dust Collecti n, and Ventilation Systems 7

£

‘tute. a large number of emp]oyees in this occupat1ona
. general job *titles can be identifie® for. thesd worke

o

- Secretary, ” ' A\

‘e Execut1ve secretary.

S

cluster. .

rs, includ

Three
ing:

.
.

« Stenographer. - . N Bae
v I . . . ) t
. A majority of the working’day for these people is bent confined to an
off1ce and subJected to hazards frquent]y found i tha; env1ronment
¥ 1nc1ud1ng . '’ (
’ . * Electrical hazards. Y i )
ﬁ: 5 7 . .Fire hazards: |, .
"« Ventilation hazards. -
» Lifting hazards. ’
{
X Cons1der .the following specific modu]es for ‘this area: R .-
. SH 11 Buginess and Office Safety ¥ . :
. SH-25 TSafety Features of Material and Personne] Movement Devices
- . SH-31 0vercunrent and Electrical Shock Protection
s SH-44 Exhaust, Dust Collection, and Ventilation Systems
. ) l ’ . . S e
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;upavisory and Administrative Manaéeme: Occusaations - Workers cldssified

- . in this area ysua11y~perform thel?'dut1 within a prescrlbed off1d! or
~portion- of an office: building. T%sks penﬁermed by this group of
i . workers idt]bde {1) studying pol1c1es, organlzat1ona1 structure, and* -
- ‘adm?iﬁstrat¥ve practices, (2) rev1ewing budgets, (3) prepar1ng reports,
- “ and (4) supe?v151ng and coord1nat1ng activities and assigning WOng Y
' 4' ’ dut1es. L
. , These workkrs, are exposed td many of the same hazards experienced
N by: others in this environment, including: . - - b
= EYectrical hazards. o L ) ’ ’
R Firg hazards. - ’ . .
) “a * Ventilation hgzards. . : ‘
“ ’ . L1ft1n? hazards. ) P
- ebhs1der the fo]]ow1ng specific modu]es for this area:
o / SH-11 Bus1ness and Office Safety s .
_ SH-25 Safety Features .of Material and Personnel Movement Dev1ces
. " SH-31- QOvercurrent and Electrical Shock Protection
J SH-44 Exhaust, Dust Collection, and Ventilation Systems
ﬁ%ﬂﬁng and Related Océhpations - Duties performed by'th%s group/ef workers
, mainly 1nv01ve typing, us1ng keyboard- gperated machines. These workers
’ perform mosﬁ‘pf their duties within an offite environment. -At least
two classifications of workers include: ' . . : *
i . Clerk-typist.
“ Typist: 4 )
‘ Hazards for this- group of workers include: f N ~
_ ’ a'Electrical hazards, i , )
) + Fire h;zardsi ) / ,
\\\ a f ( -'Lifting hazards. ’

Consider the fo]]ow1ng spec1f1c modules for thfs area

SH-11 Business and Offlce Safety )

SH-25 Safety Features of Material and ﬁersonnel Movement Devices®
SH-31 Overcurrent and Electrical Shock Protectian

SH-44 Exhaust, Dust Collection,, and Ventq]at1on Systems

i
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Man&' other types of office v;orkers have- specific job titles. that do not
lend themselves to bei‘ng classified in any of the previoudly described
groups.y The hazards to which they are sb’bjectéd, however, are similar }2
o'Eher workers in the office environment., ) /’
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. .| SECTION 1}
! , . L
SAFETY AND HEALTH DU S ,F.Oﬁ BUSIAH6S AND OF FICE EDUCATION

' Thé“greé; diversity of ccupat1ons n §L51ness and Office Education
makes it 1mprdct1ca1 to esta 11sh one fea? and health program appropr1ate
for all. To ﬁe useful then, ny’ 1nstructdona1 materials for this group of |
occupations must be flexible e ough to a]}ow,spec1f1c programs to be/ —
designed to meet 1nd1v1dua1 student needs:“lnstruct1on ut11121ng/modu1es
has that flex1b1]1ty. : '

"The Job Safety and Health I‘struct1aha] Materials (JSHIM)-are packaged
1n a modu]ar format By def1n1t1 n, a.module is considered.to be a compo-
‘ment of a larger entidy, Ag 1nstr ctionad module 1s one that contains a
discrete amount of 1nformat1on d1r tly. related’ to a spécified set of 1n-
struCt1onal obJect1ves. As .an inst ucfﬁona] ﬁodu]e, {t is also a component
I’ of a more complete znstructxOna] sys,em. A complkete example module can be

found in Appendix- 8.

" _CORE MODULES #

J

rate groups of modules were created, wOn group cons1sts of ten modules
" classified as "core® modules. Safety‘hnd health experts consider these
topics to be fundamental to almost every o cupationa] cluster, The ten mod-
u]es,are numbered~SH 01 through SHTIO and clude»the following:
SH- 01 MATERIALS HANDLING

‘
~




N

-

!

aré“described record keep1ng requgrements eXp1a1ned, and company

tra1n1ng -programs dascussed. L

SH-03  FUNDAMENTALS OF {LECTRICAL'SAFETY ! . . J -

Basic electrical term1noIogy and prlnc%ples are dlscussed.so that com-
mon e]ectr1ca1 hazards can be unEerstood. Safety features af equ1pment
and OSHA requ1rements des1gned to protect workers from e]ectr1ca1 haz-=

ards are expla1ned ] o '

_SH-04 FIRST RESPONSE TO MEDICAL EMERGENCIES .
Med1ca1 emergencies occur da11yfand may happen to anyone at anytime,
This modu]e is designed th inform, students of act1ons Lhat should be

- taken to aid the victim of such an emergency-until professional medical

4
personnél @arrive. First aid procedures are outlined for seventeen com-

mon medical emergeﬁf1es. : L

¢

SH 05 FIRE PREVENTIUN AND EMERGENCY PROCEDURES o _
Fire and emergency procedures for fighting fires are d1scussed Codes

- and regu]at1ons related to fire safety are explained.

‘and protect1on devices are also descr1bed .

i-

SH-06 WALKING AND WORKING SURFACES® - - ‘.
Many job- related accidepts are .caused by fa1Ls on or from such work
areas ;5 f]oors, sta1r€ays, exits, ladders, and scaffglds. Safety pre-

.~ cautions and regulations govern1ng these surfaces are described.

!

"SH-07. SAFETY SIGNS, LABELS,'TAGS, AND COLOR CODES

A }niform systemyof signs, labels, tags, and markings js used to warn
! aninst a wide range of hazards., Specifications, including size,
color, and purpose, are given for signs that indicate danger,, caution,

. exits, directions, bio]ogjca] hazards, traffic, and safety instruc-
. . o~
" SH-08 RECOGNIZING JOB HEALTH HAZARDS - ' /

_tions.-

Chemical, physica], and b1o1ogica1 hea]th hazards are discussed, in-
. cluding contaminat1on, effects, and 3rotect1ve mechanisms.
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SH-09 RECOGNIZING JOB SAFETY HAZARDS . v i‘
Employer anh employee respons1b111t1es in the recogn1t1on and correc- R B“ '
tion of JOb safety hazards are delineated. Common safety hazards per- T
taining to fire, mach1ne guards,. eTectr1caT equipment, appare] trip-
ping, hOusekeepnng, and lifting are described. - ' . ) .

v

SH-10 STRUCTURAL EGRESS* AND EMERGENCY PROCEDURES

ffgress requirements are givén and d1scussed, 1nk1ud1ng spec1f1cat1ons
for exits, 11me1nat1on of exits, and provisions for fire, smoke, .
fumes, and panic. The 1mportance of emergency plan procedures and ", ~?;.
the1r 1mp1emenxat1qq’1s stressed. . . s

N -

SPEGIFIC MODULES . . | .

The rema1n1ng 40 modules conta1n 1nformat1on useful to at least one. but ° .
less than atl of the seven occupational—clusters. Thirteen of the 40 spe-
cific «ndu]es ‘have been selected as being useful for the Business and Office - °
Education Kluster. The following descriptions prov1de some insight into e

their content: - o ' g’
Vs . .. l a
SH-11 BUSINESS AND. OFFICE SAFETY ’ . Wt

The number and types of bustness and offise injuries are presented,
Office sd?ety hazards and their control are discussed. F#pe and 'health -
" protection are described. : )

A

«SH- 12 PERSONAL PROTECTIVE EQUIPMENT
The student is instructed in the selection, use, and care of personal
grotect1ve clothing and equ1pment,/1nc1ud1ng safety helmets, hearing
‘ protectors, face and eye protective equipment, respirators, safety
belts, and protectlve cToth1ng and footwear. OSHA PEquingments govern-
»ing pcotect1ve equ1pme%t are reV1ewed. v ' . .

. SH=14‘ USING ROPES, CHAINS AND SLINGS SAFELY v
. This moUuTe decusses in detail the use,”care; inspection, and mainte-
nance of -fiber ropes, wire ropes, chains and slings. OSHA cegulations
v . and consensus standards relating to this equipment -and its use are pre-

sented, .
af ' - . '




SH-16 MATERIAL HOIST SAFETY .
Safety features for inside and outside material hoistways and for
.material hoist platforms are described. Hand- operated'crane hojfts

electric hoists, and air hoists and the1r .safety features are '

d1scussed, ) —~ | R ) ‘ I3

SH-23 WAREHOUSING, STORAGE AND RETRIEVAL SAFETY ’ -

Prevention-of material storage and handling accidents and injuries is

the main topic of this module, which presents proper techniques for

manual handling, including the use of hand tools and storage 5% various

types of materials. Regulatidns goverhing shipping ald receiving areds

also are discussed. . 1 r ) .

SH-25 . SAFETY FEATURES OF MATERIAL AND FER§0~NEL MOVEMENT DEVICES g

Topics d1scussed include safety features and practices’ for such dev1ces N

as conveyors, 1ift trucks, motorized hind trucks, aerial bucket * N

devices, elevators, esca]ators, moving walks, and man lifts, ) ‘% ‘i’-; Y
» -

SH-29. HAZARDOUS MATERIALS SAFETY P

Generq}’character1st1cs,of combust1b1e, flammab\e, explos1ve,
poisonous, and corrosive hazardous materials_are d)sevssed with
special emphasis on compressed gases, flammable anp combustible "
11hu1ds, combustible soygds, explosives, radjatlon, and corrosives.’

'

SH-30 SAFE HANDLING AND USE OF FLAMMABLE AND COMBUST%BLE MATERTALS
Properties. and class1f1catdons of f]a@mable and-~combustible materials

are presented, with safety measures to be taken in the’ storage, .
transportation, and use o heselmaterials. Speciil emphasis is placed "
A T

“on liquefied petroleum gas. )

. : '
SH 31 " OVERCURRENT AND/BY.ECTRICAL SHOCK'J%OTECTION
Bas1c electrical terminology .and specific methods fér techn1ques to
prevent e]ectrical shocks are :?v1eweq, Jdvercurrent circuit inter-

LI

rupters and their use are diséussed ¢n detgil. 3 .
/ gt T

SH-33 VIBRATION AND NOISE CONTROL
A def1ﬁ1tion of noise, measurement techniques, parts of noise problems
. and best- method of control procedures-are out]ined in this module..

/ ‘ e
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J Personal protect1ve services and max1mum @xposure limits are descr1bed

for varaoﬂs workplace conditions. T \,

.,

SH-35° IONIZTNG AND NONIONIZING RADIATION PROTECTION

Radiatton comes .in many forms and-can have a-wide range of effegts on )
“ . personnel exposed to 1t Spec1f1c health toncerns are\detallediﬁh&\_,b/i_

well as regulat“:s estab11shed for protection against’each type of
hazard.. t )

SH-36 SAFE_TY FEATURES. FOR FLOOR AND WALL OPENINGS AND STAIRWAYS
Protection “is.discussed on floor openings, wall openings, open-sided

- e
.

~floors platforms, runways, and stairways. Fabrication spec1f1cat1ons
are explained. , ' "

A\
‘

P ) . - ) .
SH=44. EXHAUST, DUST COLLECTION, AND VENTILATION SYgTEMS ‘
Types of exhaust, dust €ollection, and ventilation systems are de-

scribed, as well as the1r functions, use, and ‘effectiveness. ‘ v,
* While each module has been assigned a number in sequence, there is no-
implied priarity of presentat1on. Each module is fundamentally ,sklf-con- ,
tained, .allow1ng most to be used without regard to any numer1ca1 sequence.
There are no prerequis1tes for the modules.
: . : ) | ' . - , y
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SECTION'1ti _ Lo
“MODULE DESIGN AND T /

P

Each of the 50:JSHIM modules contains the following components'//

Introduction - A synopsis of what is prgsented.and why. 1?'

/
Objectives - Measurable objectives that relate to the content 6f
each module are presented, 'and the obJYective's bage 1ocat1on
the subject matter is-noted. :

Subject ‘Matter - For most modules, this consists of 20 te'? pageg\ ‘
of content, w1th a11 content re1ated’to one of the stated/dbjec-
'tlveSo )

Activities - Fol]ow1ng edch portion of subject matter refated to
an objective is a question for the student to _answer as anr\ daca-
tiop of mastery of that .objective, - '

References - Suggest1ons for supplementary information. ~

An example modile complete with all components may be found in Appendix B.

The' basic content of each part will vary with the d1fferent modules,
put its purpose and functfon remaln the same.. It is recommend that each -
section be cons1dered when us1ng%&991ven module. . ' '
Exact usage: techn1ques may be ‘as varied as the individual 1nstruct1ona1
apbroach * gome basic h1nts, however, may be helpfUl in 1dent1fy1ng some of
“the various ways in which they can be used. Each module is basically self-
Itained nd could be used in a self-study or self-paced format. However,
the optimum method of use is for the modules td be presented’ by an 1nstruc-

tor using the module as a studen; study guide. Prior to assigning the mod-

.. ule, examine the objectives to determiné that all content"is appropriate for

your students. If certain content or objectives are not relevant, advise ]
your students that they will npt” be he]d responsible for those sections. In
add1tion, you should provide appropr1ate activities that w11] allow your
students to pract1ce proper safety and hea]fh preeedures. Some follow-up .
activities include: A

+ Round-table discussions with students or adu1t groups in the work-
place.

+ Requiring uerbal or wr1tt£n reports related to a sirgle objective -
T,or a recent accident from newspaper art¥E1es.

P
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' « Developing or adding to a job safety and health bulletin‘board

* Perfornfing an in-house health and safety hazard survey of the
" classrdom or-other facilities,

AW
» Guest peakers from the community, including such people as:
\ Accident victims or their relatives, or people respon51b1e for
safety, such as firemen, policemen, or safety engineers’ for
governmeht and private industry. .

» Field tr1ps(to workplaces similar to those the student w111

encounter. \\ ’ \\ ’

* . Having local, emergency rescue un1ts demonstrate the1r3procedures
and discuss prob]ems. :

v

o Construct1ng simulations that allow students to model or role play
“circumstances in .safety and health,

» Putting hedlth andegsafety 1nformat1on articles and information 1n
a 1oca1 or school newspaper, -

. Promot1ng student 1nvo]vement in docal and naﬁ1ona1 safety organv-
zagions, .. Id R ‘
One of the most signfficant responsibilities of a vocational or occupa;
tional instructor is.to fOSteh a positive student gttitude toward\safety and
" health., The activities Jisted above should help te build this positive at;
%ftude. Your e{fectiveness in establishing this attitude can be measured by
student fomments and actions, If you observe safety being willingly prac-
ticed in day-to-day activity you cao bé'reaSOnably,assured that a proper)at-
titude. has been.developed ) !
Emphas1z1ng your® commitment to safety and health by sett1ng the proper
example is critical. Properly practiced safety rales will not Bply reguce
work accidents, they also will decrease the pos Tﬁflity of classroom acci-
dents and subséquent instructor 1iab111ty.‘ Youn actions and attitudes to-
ward safety and hea]th will be carefu]]y observed and copied by many stu-.
dents. An example is a s1tuat1on in which" aet1v1tres dictate that hard hats
be worn by all present,~ If the’ 1nstructor tells all the students to wear
" hard hats but chooses not to do the same, students are 1ike1y to feel that
, it is actually un1mportant ot perhaps childish to wear a hard hat. Simi-
larly, if the attitude of the 1nstquctfr is conveyed by "I know they.are un-
comfortable and look weird, but out them on anyway!" a less than positive
attitude will prevéil Regard]ess of the method used to convey safetx and”
- health information oggghe conviction w1th which it' 1s presented, if it is

A
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l not be1ng pract1ceq in the 1earn1ng env1ronm€ﬁt its cred1b111ty will be v

Tost. . A -

I-

‘Use of accurate, pertinent, and easily understood educatlonal mater1als
is a second way to prombdte a proper safety attitude. The Job Safety and
' Health Instructional Materials modules can be.used as a source for making
transpafenc1es of 111u§trat1ons, tables, or charts that_can bé‘used as
teaching a1ds. Other supplemental information or aids can be found m the
Reference sectien of each module, Modu]e% are organized in a format thatg
permits maximum flex1b111ty and makes them suitable: for ‘use by 1nstructors
in almost any occupat1ona1 or vocational area. ..
Two fundamental methods of presentation can be practiced in safety and
health instruction. One method is to organize a separate and‘d1st1pct

safety and health course for students n one vocational area. An advantage

ig this approach is uniformity of the content presented to each student.

ec1f1ca11y a]]ocated time frames for safety and héalth instruction are
ava11ab1e when uslng this technique,

Aisecond approach is to insert the safety ane health instruction into
existing training programs on an as-needed basis. This would benefit in-
structional programs that have only limited time and/or facilities ayailable
for training activities. Additional advantagés are rea11zed by the ab111ty
to present the exact content desired when it is most re]evant to the stu-
dent's training cycle. For instance, the best time to present 1nformation
about selecting p}oper perspna] protective equipment is immediately before

‘the student needs the information. More specifically, if the student were
about to perform a task that requ1red wearing a respirator, the sect1on con-

cerned with respirators of Module SH-12, “¥Personal Protective Equipment,"”
would be most appggg;ia%g;‘ ’

Modules SH-01 through SH-10 are considered core modules, and they have
been recommended for use by all Business and Office Education jnstnuctors.
Much of the content presented in those first.ten modules is‘%msic enough
that you might wish to present them as a unit at the beginning of the
course. This does not medn that each objective of the ten core modules must
be presented; you may select those that are appropriate for your'instruc-
tional sequence, ‘ '

-
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ls a mechan1sm for determ1n1ng gbe level of previously acquired safety
and health knowledge and skills, for‘;t1ve pretests can be conducted. Stu-
dent act1vmtaes_found in the mpdules can be used, or'separate instruments.- or
procedureé‘devised' ) ‘ .
As each module conta1ns distinct subparts re]at1ve to each objective,
you have the. “option: to‘present only that ;%rt (or those panrts) of-the module
useful to your. s‘pdents 1n that specific instructional sett1ngf/ if, ai'ah-
other point in :he1r tra1n1ng cycle, additional information 1§/heeded fronﬁ
‘;hat nndu]e the additional content can be stud1ed without 1o§i.of continu-%
ity. Studqpt retention and interest will be enhanced when the principles
haye an obvious and d1re§t relationship to activities being performeq.
If a group presentatién format is used, visuals fourtd in the modules
can pe made into overhead transparencies for .ease of discussion. Other

sources of safety and health imformation and ‘mediated matérials for Business |

and Office Education can be found in a special "State-of-the-Art Report*
prepared for the JSHIM project.

.
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. : SEC11CNUIV
. SPECIAL—NEEDS STUDENTS IN BUSINESS AND OFFICE . EDUCATION

The Civil R1ghts Act of 1964 and the Rehab111tat1on Act, of 1973 placed

‘ réspons1b111ty on the emp]oyer to set goals and timetables - and to prepare
gu1de11ne9 for affirmatiVve action - that include employing the hahd1capped.
As a result of these legislated acts and a growing need for more 1abor
trained in vocational areas, .dncreasing numbers of students with special
needs'are entering vgggtionaﬁ training programs. To satisfy these require- '
ments and ensure that specyal-needs students have an equal opportunity to be
“mainstreamed" 1nt9 theljﬁpor force, certain attitudes and actions must oc-
cur, . ‘

Meny classification schemes are used to categorize handicapped workers
and individuals. Those students and,workers with physical handicaps usually
can be divided into three groups. ,he'three groups include those with:

. Hearing impairments. '
* Visual impairments..
" Orthopedic impairments. .
Some special constderation should be recognizee if you have ohe of these

students in your training program. o
. / : .
»., A deafi or hearing-impaired student will have difficulty reacting to

verbal cues such as warnings or directions. For example, & fire that starts -

in a storeroom of an office, near the only exit door, could cause escape
problems for the'hearihg impaired if an audible alarm is the only warning.
Emergency alarm systems should be equipped with easily visible, fjashing
lights. As an added preeautton inla workplace, it is advisable to assign
someone to help the worker"dent1fy the existence of an emergency or pend1ng
danger., ' L SN

The v1sua11y -impaired or blind student may have no d1ff1cu1ty in, hear-
ing warn1ngs, but may have difficulty in leaving an area 1f unknown obsta-
cles are present. These workers normally adapt quickly to their surround-
ings and, provided that no furniture, machinery, or materials are blocking
the pathg‘}hey can move to safety in an emergency, Warning labels-on haz-

) i >




hmodifications may be n

—— . » - [ ’
*Conaway, Charlotte. "Vocational Equcation Serves-the Handicapped."” Yoc

rdous materials containers should have braillé 1nterpretat1ons 9r should be
1dent1f1ed for Che student. Storage of hazardoys materials in an apprg-
pr1atezcab1net may #1so prevent .accidental use of an un(nown chem1ca1
0rthoped1ca11y—1mpa1red workers‘may require structural pr. mechanical .

mod1f1cat10ns to the workplace, depending on the type of hand1cap.. Those
confined to wheg]cha1rs may need ramps for mov1ng from one Tevel tp an-
other. Aisles should be c]ear, and wide enough ta perm1t easy movement If
s are to be used, eﬂther they should be w1th1ﬁ

should be made f the1r use. Other types of

wall-mounted tools or swit

easy reach, or adaptatio

essary for otHer rthoped1é!ﬂ}y 1mpa1red workers., .

Most studegts and workers w1th peﬁﬁanent handicaps have learned A1) cpm- 'W |
pensate for thqir “apparent” hand1caps. Many can\accomp11sh amazing -feats L ﬁi&
in spite of what we perceive as 1nsurmountab1e odds. Deve]opment of a,posi- "
tive att1tege concern1ng the aH‘I1ty of these students to function in the <

work force is extreme]y 1mportant. . . v

¢ -t
)

An‘ attitude, must be devevoped that 1nc1udes caring, understanding, and

_ the belief that hand1capped workers are- capab]e of achieving exactly what .
~ you believe they are rapah/g,df/ach1ev1ng Some special consideratfon ‘may

be requlred perhaps 1nelud1ng increased time and practice, to master cer-

tain activities. In some vocational programs Individualized Educational

Plans (IEPs) documenting specific training. programs for individual students

{

have been used to identify the exact need.*

)

Each state provides specidl resource people to ass1st vocational educa-

_tars with des1gn1ng programs and suggesting techniques for tra1n1ng the

hand1capped studedt. Other state and local agencﬁes such as those involved
in rehabiﬁjtation may provide locdi support. Some individual schools pro-.
vide profeséﬁo % and paraprofessionals who move\around to assist-handi-

kS
\

. ' ) i \ . ! .
Ed, Vol. 56, No. 3, April 1981, pages 22-25.
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, ' ployees to understand that the handicapped worker 1is expected to perform the s

\

+ employees. Some of these workers might have special needs unrelated to

- -

capped students in vocational classes.containin%’ngnha;dicapped students. .

These persons oan.act as-tutors, translators, facilitators, or whateveF s -
needed to help the handicapped student successfully complete the training .
program. - : ’ -0 . 7

Two other considerations should be recognized by 1nstﬂbctors gnd em-

ployers. Structural accommodat1on and nonhand1capped employee awareness .,

programs are both key factors for a safe and successful employment program

of the handicapped{ ™ ‘, 2 A
" Structural accommodations should imclude only those modifications nec-

essary to allow safe movement of the handicapped employee. One of the most

obvious examples is the need for ramps for use by wheelcha1r-bound em- : :

ployees..\ c X - , ) ' . C)
Employers should also be engouraged to develop awareness programs for

their nonhand1capped employees. These programs s ldoencourage fellow em-

assigned duties without placing an additional burden on other employees.
ALl nine of the previously identified program areas~1n Bus1gESs and "
. Offige Education conta1n activities that “could be performed by hand1capped

physical handicaps, includipg the need for assistance in understanding the
English language. Inability to read basic warning labels and signs poses
added dangers for these workers. Instructors and employers should develop

programs to eﬂfm1nate this, problem. The_use of 1nternat1onal symbolism in -
signs is a fundamental help in that attempt. ]

If these suggestions ar cons1dered handicapped or spec1al-needs
Workers can successfully conip a safe’ and meaningful vocat1onal prograh.
And they can béoome productive and- safe members of the labor foree. ,.

1
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'SECTIONV . e
saFETY AND HEALTH CERTIFICATION FOR STUDENTS

Traditioha1]y, when a person sat1sfactor11y comp]etes a8 course of in-
struction, some ?ecoghition is granted. O0ften the recogn1t1on ;s in the
form of a cert1f1cate 1ssued -by the institution or organ1zat1on respons1b1eJ
for the instruction. Th1s certificate becomes ari official symbol displayed
with pr1de by the recipient. A Safety and Health Certificate is particular-
1y 1mportant to the new employee an& the emp]oyeF'if it implies that the em-
ployee has demonstrated an understanding of the bas1c safety and health as-
pects re]evant to'the particular job. '

« Most emp]oyers are aware that documented safety and hea]th training re-
ceived by their employees is benef1c1a1 to them in the event of. an OSHA in- -
spection, and théy will appreciate the fact that the employee holds a cer-

‘fﬁf1cate and your institution maintains records to verify that training.

Employers also-will fee] more configlent about the safety of their workp]aces
e

when they hire peop]e who a]ready possess positive safety and health attit-
tudes., ¢ * :
‘Three factors normally determine the .credibility of the certificate:
+ Reputation of the issuing institution.
"« Instructor. - RN
. Content of materfaJS used dur1ng the couﬂSe of study. -

For safety and{\ealth instruction, a WO!‘ must be cons1der@1’
namely, the » ationship of the content to federal safety and: health regula-
tions. L 4R S‘ibSHIM madules were desigfied to enable the student to recog-
niZze safety and health hazards and to understand the fundamental aspects of
compliance with federal hea]tn and safety requ1rements. While the Occupa-
tionaﬂ Safety and Health Adm1n1stration OSHAlféees not certify traiping
programs’, Aciepresentatives have been active on the nationally-based
advisory‘:ntee formed to guide this project, and they have raviewed each
of the 50 modules and ®ave made constructive Suggestions that have been in-

v

orporated,




RS : - ) ’ ’ - -
. The Center for.Dceupational Research and DeJe]bpment has empted to
-structure the Eghtent of the materials to be accurate dnd re]e:SQL to cur-
rent safety practices and rngTatiops. The institution and the instructor _
who provide the training must be responsible for certifying that the infot-
mation was accurately presented,and that the Student uchieved the desired
level of competency. (80% mastery of ;Eiectives)
When an institution purchases modlUles from‘CORD, the same number’ of
. ce ificates as sets -of modules will be sent to the 1nstitution. These cer- . .
p t1f cates will require the signatures of t19 people; the faculty member who
pres nts the instruction and the administrator of the institution. The ‘cer-,
tifidate will state that the student has satlsfactoraly completed a partic-
-ular number of 53375 of instructiom in safety and health and w1]1 be pre- N
sented to each student who successfully completes the tra1h1ng. A facsimile

of the certificate is shown in Figure 1..

A A

i

=

N

- Student’s Name/
.

has successfuily compieted ___ hours of instructiorin
)

-

JOB SAFETY AND HEALTH

e condycted at Y rd
[ (5
. {Institution) . . -
s L »
Curriculum materiais prepared by
!
‘ ORD  The Center for Occupationai Research av Bevelopment
L]

T Instructor

]

~ — 4
N e Date & Admmisuator

Figyre 1. Facsimile of safety and health traihing certificate.
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Plaines, IL -60018. The OSHA Traqmng Inst1tute serves maihly to train
comphance officers, but the foHomng three courses are ava¥lable to the

) general pubHc free ‘of charge, -~ .
e ! s A Gu1de to Voluntary CorrIpHance (for 1nstructors) \\

~Basic Instructor Coursé, in Occupamnal Safety and Health
Standards for the. Const,ruction Industry.

-

. * Intermediate Guide fcojo]untary Compliance in the Health Area.

-~

These courses are offered se~ver:51!t1'r'nes annyally. The certificate available
for your students is shown in Figure 2. )

*

o —

o

DT OSHA .

\ . U'S Department of Ldaor
) . ' Occupational Safety and Heaith Admmstranon

This s to oemty that

~
e . *.

- S, . . has successfully compiet®d an Occuoanonar Safety and Health Training
’ . | ____Coursein 4
A Guid_e' to Voluntary Compliance”
- ¥ -

7
L

P , S .
, : A 19
l\(lnstruct'or) . -
. N A
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APPENDIX A T .
JOB SAFETY AND HEALTH INSTRUCTIONAL MATERIALS
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. - ' JOB SAFETY AND HEAL#H ‘INST@CTIPNAL MATERIALS ‘-
- . MODULETHIES ‘ .

@ v -

SH-01 Materials Handling . : )
. SH-02 The Role of OSHA in Safety and Health’
SH-03 Fundapenials of Electrical Safety
- SH-04 ‘First Response to Medical Emergencies : -
SH-05 Fire Prevention Shd Emergency Procedures '
SH-06 . Walking and Working“Surfaces

Pl

., SH-07 Safety S1gns, Tags, a\h\Golor Codes -
- SH-08 Recognizing Job-Hea]}h Hazaqgs- Lt
) . ' SH-09 ecognizimg Job Safety Hazards
SH-10 5?}uctura1 Egrqss and:Emergency Procedures *

SH-11 Business and Office Safety
SHJLZ Personal Protective Equipment '
SH-13  Industrial’ San1£at10n and, Personal. Fac11111es -
SH-14 Using Ropes, Chains and Slings Safely
SH-T5 Agribusinest Safety
SH-16. Material Hoist Safety-
SH-17 Mechanized 0ff-Road Equibment Safety
SH-18 " safe Operation of Commercial Vehicles . -.
.§H-19 Safety with Hand and Portable Power Tgols
SH-20 Precautions for Explosive Materials
. SH-21 Marime and Longshoring Safety
SH-22 Adder and Scaffolding Safety
'SH-23 Warehousing Storage and Retrieval Safety -
i " SH-24 Machine and Woodworking Tool Safety °. :
SH-25 Safety Features of ﬁatefia] and' Personnet Movement Devices '
SH-26 Safety for Compressed Gas and Ait Equipment
SH-ZZ Safety in Elevator and Grain Handling Facilfties »

;- SH-28 Welding, Cutting and Brazing Safety -
SH-29 Hazardous Materials Safety » .
§§7§6: Safe Handling and Use of Flammable and Combustible Materials
- [
\
/
3 : i
J : i
32
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<

Overcurrent and Electrical Shock Protection

SH 32 Working Safely in Confined Spaces
Sﬂ 33 VibratYon and Noise Cq’trol

{SH&34 Safety Guards for Machiner{s

.
’

SH#

35" Ionizing Pnd Non1on121ﬁ§’§ad1ation Protection )

*

'SH-49 ﬁstablish1ng a Coﬁbany Safety and Health Programs
" SH-50 A@ricultural Chem1ca1 and Pesticide Ha‘ards

SH- 36 Safety Feetures for Floor and Hal\pOpenlngs and Stalrways(/” -

SH-B? Safety Features of Concrete3 Forms, and Shorlng
SH- 38 Excavating, Trenching, and Shor1n% Safety |

SH- 39 Steel Erection Safety s

SH 40 Electrical Power Transmission and Distribut1on Safety
SH-41 Safety Practices for Demolition Procedures
SH-42 Safe Use of Powered Industr1a1 Tndiks
SH-43 Safety Practices for Commerc1a1 Diving

SH- 44 Exhaust Dust Col)ectlon, and Vent11at1on Systems
$H-45 KCoast Guard Regulat1o%s Applied to Offshore Dr1111nq
SH-46 iChemical "Hazards and Waste Disposal Safety and Health
SH-47 [Safety and Healvh in Vocational Educatfon @ ¢
SH-48 OSHA Training Prograhs .

&
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APPENDIX B

, MODULE SH—11
l “gUSINGBS AND'OFFICE SAFETY"
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